LHRES
*ﬁ ’E 2] = E i_m oo Jﬁ }"— *& Announcement No. CNFINT3-01-07
/zxﬁ = o A BE&TIA: 27 Feb 07
VACANCY ANNOUNCEMENT Pl
T 14 Feb 07
Date of Issue
1.BTESR Job title (ZH#k Grade 5 /EBFEHHLAD 3 ) BEAR 4. & &P Area of Consideration
Program Analyst #341 Noof |KBMLOHAGERE GEM) =~
PES *ﬁ'ﬁ) ecruitmen Current MLC/IH1§ Em;;loyei Wthm Activity
(EE X 3 MLC/IHA ¢ % 8 GRENEM)
SEE A RETE T AL F#R Acceptable trainee level: N/A ] % Current MLC/IHA Employee in commuting distance
X E%% []Hge®R LIREZ®R L E&R X BEMLCHAREXE(EEHXKE)
Administrative  Blue Collar Trade Security Medical Current MLC/THA Employee Japan Wide
2.5BBX Activity [ ] 4+&B Off Base Applicant
Commander U.S. Forces, Japan
Total Force Manpower & Personnel Office 5. DL Type of Employment
Human Resources Office X] MLC
[]HA (] HPT
B FEIBAT Working Place: $& 2B ™ JAMT Tomari-cho, Yokosuka: X % F Permanent
3. EhF58ERE Work Schedule GB 40 BRS%] 40 hrww) [] BR%E Limited Term ( __% A Months )
)75 8 Work Days: Monday through Friday o
750 - /K3 Work Hours/Recess Period: 0730-1615 /1200-1245
L] % &) Night Shift X 7% Overtime [] Hi3E Business Travel

6.JEFEHN A Duties
See attached task list.

7.E8BE N BASEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work. If applicant does not have
such work experience, completion of 4-years college/university in a related field may qualify him/her at 1-5 level

b. Knowledge of the principle and procedure of position management, position classification and personnel management.

c. Knowledge of an extensive body of management and program analysis technical rules, guidelines, regulations, and procedures.

d. Skill in applying basic data gathering methods to prepare clear, concise reports/briefing materials.

e. Skill in collecting various types of factual information.

f. Skill in manipulating advanced functions of Microsoft applications (i.e., Word, Excel, PowerPoint and Access) to prepare various forms
of charts, graphics, and narratives.

g. Ability to speak, read and write English at fluent proficiency level (LAD-3).

h. Ability to speak, read and write Japanese at native language level.

* A handicapped applicant may be accepted, depending upon the degree and kind of disability.

ZEE 1 English Language Proficiency : [ W2 7% L None [ ]#)#k Basic [ ]9 #} Intermediate [X]_E#& Advanced []4%EXMDHE I Exceptional

22 FE Educational Background : N/A | R EFEE & T & License/Certificate Required : N/A
8.1RHH ¥ %+ M Application and Associated Documents B #E4K R Working Condition

*[X] 22 & s 32 FA#E Application for Vacancy Announcement

*X] PR FEFREE Resume of Specialized Work Experience

*MEEA L Complete * in [ ] BAEE T Japanese [X] HIET English [] £5 5 T4 Either
L] BERR D E L Copy of Driver's License

(1 TEE/FEBAEDE L Copy of Certificate

X EEDEENZFIHT 5B DNDE L Certificate of English Proficiency (Copy)

X 80 AtIF Zft L. BEEOEEHES -FAT- KL EEVVRIEAEHE (12cm x 23.5¢m)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

X BREEUNDAIE, SHEABFIERV/SARHR— k/ZEED 3 E— For non-Japanese citizen
applicant, copy of Alien Registration and Passport/Visa Copy




9. IFHEEHIRH% Office to Submit

W& (B MLCIHA it 8) &SR (GEfERE) TlF, REAMSEVEY, LRLEREVESHEEA DRV, EE/AR
HLTTEW, BEMUIBYE, Office to submit is different for Current MLC/IHA Employees versus Off Base
Applicants. Please ensure to submit required application documents to the right office. Applications must be received by
the closing date of the Vacancy Announcement:

1. AA#E (B MLC/IHA $€%8) 1RHH% Current MLC/IHA Employees must submit to:
T238-0001 #4z=)I| EfEZEE i;AlT 1 Fih, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22

KEFEHEBAEEMBARAAERR N132) COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka
A#R/Extension 243-8152 JN Employment Division (N132)

*ERf%RIE L E 4 Office/POC: Human Resources Office / Ms. Ooyanagi, B & (DSN) 243-8155 [E& 046-816-8155

2. 588 (JEfE(SR) IRHSE Off Base Applicants must submit to:

T238-0011 % )I| RFEBE T KHAVEE 1-6 FHEIL 4B  T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
ObEIBEFHEHEFETEMEMEEE I (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management Section

EEEE S Phone  046-828-6959

ZATEERE - ARE—EME. 0830-1730 (HANDEB %M <) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays)
*ERFHEOCEMIEICE5IZEMLVEDE T E LY, Please contact LMO/IAA for questions on conditions of employment.

EHNER For Official Use

PD No.: CNFJ-N13-003 PD is accurate and current. Certified by Activity: yk HRO: yk 2/14

INEEEZmEE L TWWEWNMEE EZEDRRIZHE Y FH A, Incomplete applications will not be processed.
RHEHEINF-IEEEFEIEEIR L LEEA Submitted applications will not be returned.



1. Serves as a personal assistant to the Director, Human Resources Office.
(55%)

a. Receives telephone calls and visitors, and screens on own judgment and tactfully
refers them to appropriate persons. Schedules, maintains and adjusts supervisor’s appointments,
conferences, and meetings with internal and external customers including DFAO, IAA and U.S.
Government Officials. Attends and takes notes at meeting and summarizes the proceedings for
supervisor and staff when required.

b. Makes supervisor’s official and unofficial travel arrangements such as booking
transportation to/from airports, flights and accommodations. Processes required travel documents
in Defense Travel System (DTS) for the supervisor. Completes travel vouchers in DTS.

c. Reviews incoming correspondence and independently takes administrative actions on
routine actions by coordinating matters with internal divisions and satellite offices. Reviews
outgoing correspondence for conformance with established procedures and general policy, factual
correctness and adequacy of treatment, and corrects any deviations or inadequacies. Advises
supervisor on matters pertinent to administrative procedures such as clearance of correspondence,
past practices, regarding reports, application of local regulations, etc.

d. Maintains time and attendance records for JN staff and coordinates with CNFJ Payroll
Section. Serves as HRO expert in Standard Labor Data Collection and Distribution Application
(SLDCADA) and assists user in processing automated timekeeping records, leave/overtime
requests, and other available functions. Assists supervisors in verifying, processing and
approving time and attendance records in SLCDCADA.

e. Maintains central files of HRO and updates all instructions.

f. Serves as the building custodian and controls all keys for the building. Coordinates
with NAVFAC with regard to minor repair needs.

g. Represents HRO for CNFJ MWR activities and meetings. Assists HRO Yokosuka
Special Committees in arranging official functions such as annual picnic and Christmas Party.

2. Assists the Deputy Director, Total Force Manpower & Personnel Office by performing
analytical tasking to evaluate effectiveness of personnel management programs under the area of
his/her responsibilities.

(40%)

a. ldentify the need for, and initiates personnel action requests for transfer, reassignment,
recruitment, promotion, reclassification and/or release of personnel for both USCS and MLC for
HRO Yokosuka, and Satellite Offices. Initiate SF-50s, PWOs/PARSs for the immediate
Supervisor’s signature to be approved by the Deputy Director. As required, process them to
appropriate offices within CNFJ to be certified and approved by the PMB. Keeps track on N1
Position/Personnel Actions in order to brief Deputy Director the status of all actions. Work
requires basic knowledge of Personnel management principle, regulations and procedures as well
as internal administrative control and flow of personnel documents.

b. Independently maintains, gathers, and compiles records of organizational workflow
charts, workload indicator, staffing levels, mission and function statement, program resource use
and availability and internal audit reports for HRO and Satellite Offices for the Deputy Director



to justify additional billets or to make internal realignments of positions. Work requires skill in
collecting various types of factual information and identifying problem area from collected data.
Work also requires writing skill in to prepare clear, concise reports.

c. Independently gathers required statistical and narrative data from internal Divisions,
Branches, and Satellite Offices to compile and finalize special reports often required by the
higher echelons and special briefing materials for the Deputy Director. Work requires
knowledge of an extensive body of management and program analysis technical rules, guidelines,
regulations, and procedures as well as skill in applying basic data gathering methods to prepare
clear, concise reports/briefing materials that describes condition of management or program
operations, and recommended improvements. Those reports and briefing materials must be
prepared in various forms of charts, graphics, and narratives that require the position to
manipulate advance functions of office automated software.

8. Performs other incidental and related duties as assigned. (5%)




